
 1 

 
Richardsville Elementary 

Student and Parent Handbook 
 

2012-2013 
 
 

 
 
 
 

Jan Casada, Principal 
Richardsville Elementary 
1775 Richardsville Road 

Bowling Green, KY   42101 
270-777-3232 

(FAX) 270-777-3463 
 
 
 

“Reaching Every Student So They May Become The 
 Best That Is Within Them To Be” 

 
 



 2 

 
Welcome to Richardsville Elementary School! 
 
 I want to take this opportunity to welcome you to a wonderful 
2012-2013 school year at Richardsville.  The staff looks forward to 
working with you in providing the BEST learning experience for your 
child. 
 
 This Richardsville Student Handbook outlines some important 
information about our school.   Hopefully, this handbook will help 
you have a better understanding of the policies and practices  
of our school.  In addition to our handbook, I encourage you to  
access the Warren County District handbook that can be  
found from a link on the Richardsville website at  
http://warrencountyschools.org/richardsville.  A vast number of 
resources, including newsletters, may be accessed on this site.  A 
workstation is available for parent use in our Family Resource 
Center.  Hard copies are always available at the school. 
 
The staff at Richardsville has high academic and behavioral 
expectations for our students.  We want to challenge each student to 
become the BEST that he or she can be.  I thank you for entrusting us 
to educate your child.  Always know that you are a very important 
part of your child’s learning experience. 
 
       Sincerely, 
 
 
       
       Jan Casada, Principal 
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SCHOOL HOURS 
Regular school hours are as follows:  7:45 am - 2:45 pm.  Parents who bring 
children to school should bring them between 7:15 am and 7:45 am.  School 
doors will not be unlocked prior to 7:15 am.    Any student arriving after 7:45 or 
picked up after 7:45 will be counted tardy.   
 
VISITORS  
All visitors must report to the office before entering classroom areas.  Upon 
signing in, visitors will be issued a sticker to wear while in the building.  Parents 
are encouraged to visit our school whenever possible; however, if parents plan to 
talk with a teacher, a conference time must be made in advance by calling the 
school, sending a note to the teacher or emailing the teacher. 
 
STUDENT DISMISSAL FROM SCHOOL 
No student is ever dismissed from the classroom unless the office notifies the 
teacher.  If someone is picking up a student, he/she must be the legal guardian 
of the student and/or be listed on the emergency card.  They must also sign the 
sign-out sheet located in the office.  There are many ending preparations in the 
classroom and the office at the end of the day.  To insure that your child received 
all instructions, notices, and announcements, please try to avoid picking them up 
the last fifteen minutes of the school day.  We fully understand that emergencies 
do arise and that there may be times that you cannot avoid picking up your child 
early from school. 
 
A child is not to leave the school grounds during the regular school day for any 
reason.  If it is necessary for a parent to bring something to school or deliver a 
message during school hours, he/she should come to the office.  This service can 
be done through one of the school secretaries. 
Students going home with a friend or requiring a change of transportation must 
have a note signed from the parent giving permission or a phone call made to the 
school before 2:15 pm.  Notes should be given to one of the school secretaries 
upon arriving to school, and then they will issue the correct pass. 
 
CAR RIDERS 
 
Morning drop off--  Please drop off at the front of the building.  To ensure 
student safety, please remain in a single file car line. 
 
Afternoon car rider—PLEASE READ CAREFULLY! 
 
In order to ensure the safety for each student, a car rider form will be sent home 
with each student.  Please complete the information and return to your student’s 
teacher.  The teacher will sign this form and return it back with the student. 
 
We ask that this form be placed in a visible location in the dash of your car.  If 
you arrive to school without the form, we ask that you park and enter the office 
so that we can verify pickup information on the school emergency card.   
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Afternoon dismissal procedures- 
At dismissal, car riders will remain in the classroom with a teacher.  After the 
busses are dismissed, the car riders will be brought to the front of the school to 
the Great Hall.  Staff with radios will call names of students who will exit the 
school to the cars.  Please do not go directly to the school to pick up your student 
without speaking to a staff member with a radio and showing your card rider 
form. 
 
 
TELEPHONE USE 
The school phone is for school business and unexpected emergencies.  Please do 
not ask to use the phone for things that should have been taken care of at home 
(for example:  seeking permission to spend the night with another child).  No 
child or staff member will be called to the telephone except in the case of an 
emergency, however you may be transferred to a staff member’s voicemail to 
leave a message.  An answering service is provided for evening hours if you 
need to leave a message for a particular staff member.  The school phone 
numbers are:  777-3232 and 777-1050.  The school fax number is 777-3463. 
 
ATTENDANCE POLICY    
Students who are absent from school should have their parents call the school 
before 9:00 am on the day of the absence.  Upon arriving back to school, the 
student must present a written note signed by the parent or guardian explaining 
the nature and dates of absences if parental contact was not made on the day of 
the absence.  If the parent or guardian does not make contact, the absence will be 
unexcused.  School personnel will call the home of children being reported 
absent from school if parents have not called the school.   
 
Attendance is very important if you are to be successful at Richardsville 
Elementary.  Absent is defined as any pupil whose total minutes not in 
attendance on any school day exceeds sixty (60) minutes shall be considered 
absent for the portion of the school day that the pupil is not in attendance.  
Portions of the day are calculated as a percentage.  Death or severe illness in 
the student’s immediate family; Personal illness of the student; Appearance in 
court; Participation in school-related activities approved by the principal; and 
Other valid reasons as determined by the Principal are reasons for excused 
absences from school.  Unless one of these situations exists, you are expected 
to be in school.  If any absences are determined to be unexcused, it will left up to 
the teacher discretion if work will be made up.  If a student accumulates an 
excess of six unexcused absences and/or tardiness, their name will be given to 
the Director of Pupil Personnel for disciplinary action. 
 
Students arriving late to school must check in through the front office and secure 
an admission slip to class.  Tardiness is a part of attendance.  A student is 
considered tardy if they arrive after 7:45 a.m. or are picked up before 2:45 a.m.  
Unexcused tardiness will result in disciplinary action and/or be brought to the 
attention of the Director of Pupil Personnel. 
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In order to keep parents and students informed regarding the number of 
unexcused absences and/or tardiness a letter will be sent to parents or guardians 
when a child has two (2) unexcused absences and/or tardiness.  Once a child has 
four or more unexcused absences and/or tardiness the principal or FRC 
Coordinator will contact the parent or guardian to discuss the absences and/or 
tardiness.  Upon reaching six (6) absences and/or tardiness the parent or 
guardian’s name and child’s name will be given to the Director of Pupil 
Personnel to take court action. 
 
NOTES FROM PARENTS 
1.  Students must have a note from parents/guardians if they are to ride a bus 
other than the one assigned. 
2.  Students must have a note from parents/guardians if someone other than the 
parents/guardians is picking them up from the school. 
3.  Students must have a note giving the reason for not participating in physical 
education. 
4.  Students must have an official form signed by parents/guardians before going 
to educational field trips. 
 
EMERGENCY CARDS 
Each student must have an emergency card on file in the office.  Please be sure 
you understand what is stated on the card and this it has been properly signed.  
Notify the office if corrections are to be made.  Only those people listed on the 
card will be allowed to pick up your child from school unless a note is sent 
with your child allowing another to pick your child up. 
 
WITHDRAWAL FROM SCHOOL 
Parents who are planning to withdraw their child(ren) from Richardsville should 
inform the school at least one week prior to withdrawal.  When the school 
receives official documentation from the new school, records will be sent 
promptly. 
 
DRESS 
All students are expected to wear attire appropriate for school.  General 
guidelines to follow:  student shirts must cover midriff area when raising their 
arms above their head, shorts and/or dresses must come to their fingertips when 
arms are placed down their sides, no backless shoes or heelies are permitted, 
clothing with inappropriate pictures or prints should not be worn (includes 
clothing that could be considered offensive such as rebel flags, displaying words 
or pictures of alcoholic beverages or tobacco products), straps on tank top shirts 
should be at least the width of two fingers.  Any staff member may refer any 
child with questionable attire to the office.  We will attempt to notify parents, 
however if parent contact cannot be made, the Family Resource Center will assist 
the student in obtaining appropriate clothing.  If you are in doubt about what to 
wear, ask your teacher or principal.  Please note WCBE District Student 
Handbook 4160.01, 4160.02, 4160.03, 4160.04, and 4160.05 for information. 
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SOLICITATION 
Students are Richardsville Elementary are not to engage in any type of buying, 
selling, trading, or distribution of articles to one another on school property 
unless they have the written permission of the principal. 
 
TEXTBOOKS 
Textbooks are furnished to all students at no charge.  There will be, however a 
fine levied on any student who abuses or destroys any textbook during the 
school year. According to the Warren County Board of Education, ALL 
STUDENTS ARE RESPONSIBLE FOR THEIR OWN BOOKS REGARDLESS OF 
WHAT HAPPENS TO THEM.  If a student is assessed a fine for damaging a 
textbook and does not pay the fine, the student will not be allowed to continue 
using free state textbooks until the fine is paid. 
 
SMOKING 
Smoking is not permitted in the school building under any circumstances.  
 
MEDICATION POLICY 
If a student is required to take medication (including aspirin) during school 
hours, the following procedure is required: 
1.  The student must bring the medication in its original container and the 
required form for dispensing medication signed to the Health room after Town 
Meeting.  The official form must be completed and signed by the 
parent/guardian. 
2.  The official form will be signed by two witnesses and kept in health aide 
room. 
3.  The student will be released at the designated time to take the medication. 
4.  The certified school staff member will record administered medication. 
Any student failing to follow this procedure may be considered in violation of 
the Warren County Board of Education policies governing alcohol and drug 
abuse. 
 
FAMILY RESOURCE CENTER 
The Richardsville Family Resource Center was established in 1991 to breakdown 
barriers for students and families that prevent the students from learning.  The 
center offers a variety of services including a lending library of educational toys 
and games, parenting materials, referrals to service agencies and assistance 
during family crisis times.  Ms. Casey Campbell is the Center Coordinator and 
the phone number is 777-3678.  Center hours are 7:30 am - 4:00 pm.  Parent 
volunteers are encouraged to help during FRC activities.  To create a parent 
confidential environment volunteers will be asked to use the work room off of 
the staff eating area. 
 
GUIDANCE 
Guidance and counseling services will be offered to all students at Richardsville 
Elementary School.  Our guidance counselor will be working with large groups, 
small groups, and individuals.  Examples of issues that might be addressed are 
self esteem, social skills, peer pressure, drug and alcohol education, decision 
making, and vocational choices. 
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STUDENT BEHAVIOR 
Richardsville Elementary has adopted a school wide positive behavior program 
to:  maintain a calm, safe environment, establish consistent school wide rules for 
student behavior, teach students to become responsible, respectful citizens by 
making them accountable for their own actions while allowing them to choose 
rewards for their behavior and including them in a team which is working 
toward a goal, raise self-esteem or students by acknowledging and rewarding 
good behavior.  The following outline the behavior expectations for all students. 
 
 
BUS EXPECTATIONS-  Be Responsible, Use Respect, and Safety First 
==> Be Responsible: 
 1. Be at Bus Stop 5 Minutes Early 
 2. Have Backpacks and be ready to board the bus 
==> Use Respect: 
 1. Go directly to your seat 
 2. Stay in your seat; keep bottom to bottom and back to back 
 3. Keep your feet on the floor and hands to yourself 
 4. Use level 2 voice while riding the bus 
==> Safety First: 
 1. Always stand far enough back for the driver to see you at the   
 bus stop 
 2. Stay Seated until the bus comes to a complete stop 
 3. Exit the bus by using the handrail to keep from falling 
 4. Never pick up anything you may drop in front or under the bus 
 5. (Danger zone) Remember if you can’t see the driver they can’t   
 see you  
 6. Watch for the driver to motion you to cross, lets work together   
 for your safety 
 
BUS CONSEQUENCES 
==> First referral-  Warning 
==> Second referral-  Parent Contact 
==> Third referral-  3 Days Bus Suspension 
==> Fourth referral-  5 Days Bus Suspension (Student and parents must meet 
with the Principal and Director of Transportation prior to riding privileges being 
restored) 
==> Fifth referral-  10 Days Bus Suspension 
==> Sixth referral-  Loss of Riding Privileges 
PRINCIPAL’S DISCRETION 
When a teacher or other school personnel have used the general discipline 
guidelines to promote discipline in the school setting without success, the 
problem will be referred to the principal.  The principal has the authority and 
responsibility to maintain an atmosphere conducive to learning through fair and 
consistent application of district policies and procedures. 
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DUE PROCESS 
The due process procedure will be adhered to in the connection with the 
suspension or expulsion of a pupil from school.  Not WCBE District Handbook 
4220.01. 
 
ZERO TOLERANCE 
Richardsville Elementary has zero tolerance for the following offenses:  
possession of a weapon, possession of tobacco products, drugs, alcohol, or any 
controlled substance, physical or verbal threats of harm to others, sexual 
harassment, or other repeated offenses.  Immediate disciplinary action will be 
taken. 
 
SUSPENSION 
The principal may suspend pupils for misconduct.  If a child is suspended a 
report will be filed with the Superintendent and written communication and/or 
a phone call will be made with the parent.  The principal reserves the right to 
deny any student that has been assigned to the ABC room or suspended the 
privileges of attending various school activities. 
 
 
LUNCHROOM—PLEASE NOTE: FOR 2012-2013—FREE BREAKFAST AND 
LUNCH WILL BE PROVIDED TO ALL STUDENTS! 
The school operates a lunchroom open to both students and staff.  Parents are 
invited to eat lunch with their child at any time, but should notify the office 
especially prior to holidays so that adequate amounts of food can be prepared.  
Students who bring their lunch from home will eat their lunch in the lunchroom.   
Students are expected to the cafeteria procedures outlined in the positive 
behavior program procedures while in the cafeteria.  If you have any questions 
concerning the cafeteria, please call our school cafeteria at 777-1854. 
 
PHYSICAL EDUCATION 
Physical education is required for all students.  A written excuse from a parent is 
required for temporarily missing PE.  A medical statement is required for 
prolonged absences.  Students are also required to wear appropriate tennis 
shoes to protect their feet and the gym floor. 
 
STUDY TRIPS 
Study trips off the campus for educational purposes are taken during the school 
year.  The students are under the supervision of teachers and other authorized 
personnel.  Parents are welcome to accompany students on study trips to serve 
as chaperones, however any parent or adult serving as a chaperone must 
complete the parent volunteer training and criminal background check prior to 
a chaperoning assignment.  This training and background check will be 
provided several times during the year through our  Parent Involvement 
Coordinator.  Before a student may be on any study trip, it is necessary that the 
child has a permission form signed by their parent.  Study trips are a privilege 
and not a right.  Inclusion must be earned.  No study trips will be scheduled 
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within ten days of school.  When transportation is being provided by the school, 
students will ride to the event with the group.  
 
SCHOOL PICTURES 
Individual and group colored pictures are made each year.  Parents and students 
will be notified as to the date in advance.  Purchasing of these pictures is 
optional. 
 
FIRE/TORNADO/EARTHQUAKE/BOMB THREAT DRILLS 
Fire, tornado, earthquake and bomb threat drills are required by law and WCBE 
at regular intervals and are important safety precautions.  Students are to follow 
the teacher’s instructions and observe all drills as though they were real.  Our 
school is equipped with a weather radio, which immediately informs the 
administrator of any severe weather information. 
 
PARENT VOLUNTEERS 
All parents are encouraged to become a volunteer.  Training and a criminal 
background check is required prior to volunteering or serving as a chaperone on 
a school study trip.  Please contact the Parent Volunteer Coordinator, Tonia 
Spurgeon  if you are interested in volunteering, 777-3232. 
 
EXTENDED SCHOOL SERVICES (ESS) 
Extended school services are made available to students in our school.  These 
services are provided during the school day.  Please contact the guidance 
counselor if you need additional information. 
 
STUDENT ACTIVITIES 
A variety of activities are sponsored by or meet at our school.  Assemblies are 
conducted for both educational and entertainment purposes and are considered 
part of the school program.  All of our clubs and organizations have membership 
guidelines and some have fee requirements. 
 
A list of clubs and activities include:  Brownies, Girls Scouts, Boy Scouts, Cub 
Scouts, BETA Club, Peer Mediation, Leadership, STLP, Student Technology 
Leadership Program, Science Club, Energy Team, Student Council, Archery, 
Band and Chorus.  Parents will be informed of the time all activities will 
conclude so that proper arrangements for pickup can be made. 
 
FRIDAY FOLDERS 
Students will receive a weekly newsletter from their teachers describing 
activities, assignments, and events happening in the classroom.  Those 
newsletters will be sent home on Friday or the last day of the week.  Parents are 
asked to review the Friday Folder with their child when it is sent home each 
week.  We also ask that parents sign the folder and return it to school on the 
following school day.  We hope this weekly communication will keep everyone 
well informed and involved in the educational process.  Other newsletters will be 
sent home at various times in the Friday Folder.  Please look weekly for these 
newsletters for important dates and information about school activities and 
events.  Don’t forget to check the school’s website for news and information. 
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LIBRARY 
Nothing improves reading like reading.  Our library is open to all students.  
Books may be checked out and taken home to read or study;  however, students 
are responsible for the care and return of the books.  A fee will be charged for a 
damaged book and full replacement cost will be required for lost books.  There 
will also be a processing fee charged for lost or damaged books.  Payment for 
lost or damaged books must be received in full before additional books can be 
checked out. 
 
SBDM 
Richardsville Elementary is an active School Based Decision Making school.  Our 
SBDM council meets monthly on date and time set by the council.  Parent 
representatives for 2012-2113 are Melissa White and Emily Anderson-Young.  
Teacher Representatives are Judy Thomas, Paula Keown, and Dave Strode.  We 
encourage parents and community members to be an active part of our decision- 
making process.  We hope you will feel free to visit the school and become 
involved. 
 
SCHOOL INSURANCE 
Accident insurance will be available to all students at Richardsville Elementary.  
Participation in certain activities may require insurance coverage. 
 
LOST AND FOUND 
Any lost articles that have been turned in may be picked up in the Family 
Resource Center after proper identification.  If articles are found in or around the 
building, please turn them in to the Family Resource Center.  We urge parents to 
call or come by the center to look for items that children may have lost.  
 
IMMUNIZATIONS 
No child shall be eligible to enroll as a primary-12th grade student in any school 
of the district without first presenting a Kentucky Immunization Certificate 
stating that the immunization program has been or will be completed pursuant 
to the provisions of KRS 158.035. 
 
BIRTH CERTIFICATE/SOCIAL SECURITY NUMBER 
Upon initial enrollment in the district in any grade, a child must present her/his 
original birth certificate or a certified copy of the birth certificate in order that an 
accurate recording of the date and place of birth may be on the school record.  A 
child’s social security number is also requested, but not required upon initial 
enrollment. 
PHYSICALS 
Upon entering school for the first time in the district, in any grade, a pupil must 
present a certificate of physical fitness form her/his physician, or present a 
health record from the school last attended showing that she/he had the proper 
examination within the time prescribed by the State Health Code.  All students 
entering 6th grade must have an updated physical and immunization. 
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VISION EXAMS 
A law has been passed in the state of Kentucky, which mandates eye 
examinations for all students entering preschool, headstart or kindergarten.  KRS 
156.160.8 (g) requires proof of a vision exam by an optometrist or 
ophthalmologist.  This evidence shall be submitted to the school no later than 
January 1 of the first year that a child is enrolled in public school, public 
preschool, or headstart.  The Kentucky Department of Education, Cabinet of 
Health Services, and professional associations have developed a standardized 
form for your child’s eye exam.  Please be sure your child’s eye exam is recorded 
on the “Kentucky Eye Examination Form for School Entry.”  If this standardized 
form is not used, the record will not be accepted. 
 
INTERNET AND ELECTRONIC MAIL USAGE 
Richardsville Elementary School has obtained access to the internet and 
electronic mail.  Through internet access by teachers and students, students can 
reap many educational benefits.  The internet provides a valuable tool for the 
teaching and learning process.  District policy requires that all elementary 
students who use the internet must have a signed permission form from parents 
or guardians, and that any use by those students must be under the supervision 
of their teacher or another staff member designated by the teacher.  We do not 
anticipate there being any problem with student use.  However, because of the 
objectionable material available on the internet, and for our protection and yours, 
we ask that you understand the following: 
 “As the parent or guardian of a primary/elementary school student I have 
read the Acceptable Use Policy for Electronic Resources and understand that my 
child may be given access to electronic resources.  I understand that this access is 
designed for educational purposes and will be under the direct supervision of a 
teacher or instructional assistant.  Furthermore, I understand that the Warren 
County Public School District has taken reasonable precautions to eliminate 
access to non-educational controversial material.  However, I also recognize it is 
impossible for WCPS to restrict access to all controversial material and I will not 
hold them responsible for materials this student may acquire on the network.  I 
hereby give me permission for my child to access the electronic resources of the 
WCPS.  I further agree that use of these resources shall not include any 
transaction, which may result in criminal or financial liability for the Warren 
County Schools.  If such does occur the undersigned accepts full responsibility.” 
 
Photography and Information 
A Warren County Board of Education Student Opt Out Form is available if you 
would like to request your child’s image and identification information not be 
used in various publications, television productions, and internet sites.  The Opt 
Out Form is available from the Richardsville Elementary School office. 
 
 


